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Thisinstruction implements Air Force Policy Directive (AFPD) 31-2, Law Enforcement, and Department
of Defense (DoD) Directive 1325.4, Confinement of Military Prisoners and Administration of Military
Correction Programs and Facilities, September 28, 1999 (DoD) Instruction 1325.7 Administration of
Military Correctional Facilities and Clemency and Parole Authority. It gives guidance and procedures for
the Air Force Corrections System (AFCYS). It describes how to administer corrections, rehabilitation, and
parole and clemency programs; how to secure corrections facilities, and how to control and transfer mili-
tary inmates. It appliesto all personswho operate, administer, and supervise corrections facilities and pro-
grams. It does not apply to the United States Air Force Reserve or the Air National Guard. It also does not
apply to United States Department of Justice or Federal Bureau of Prisons facilities located on Air Force
installations. This instruction requires collecting and maintaining information protected by the Privacy
Act of 1974 authorized by 10 United States Code (USC) 8013 and EO 9397. System of records notice
FO31 AF SP A, Correction and Rehabilitation Records, applies.

Records Management: Maintain and dispose of al records created as a result of prescribed processin this
instruction in accordance with AFMAN 37-139, "Records Disposition Schedule."

SUMMARY OF REVISIONS
Thisdocument is substantially revised and must be completely reviewed.
This Air Force Instruction (AFl) isacomplete revision of AFI 31-205, Corrections Programand incorpo-

rates AFP 31-221, Air Force Corrections Program. All prescribed forms have been revised to reflect
change in program.
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Chapter 1

PROGRAM PURPOSE, GUIDELINES, AND RESPONSIBILITIES

1.1. Program Purpose. The Air Force Corrections System (AFCS) provides quality confinement and
rehabilitation services for pre-trial and post-trial inmates serving a court-martial sentence. The AFCS
ensures a secure, humane, and productive environment for inmates and staff. The AFCS maintains a high
level of discipline and provides for the education, training, rehabilitation and welfare of offenders. Those
not retained for further military service have the opportunity to return to society as aresponsible and pro-
ductive citizen.

1.2. Program Guidelines. The AFCSis based on a corrective rather than punitive basis. It requires pos-
itive programs to preserve and strengthen an inmate’s dignity. Inmates recelve sentences to confinement
as punishment not for punishment.

1.2.1. Air Force inmates serve sentences of confinement under the Uniform Code of Military Justice
(UCMJ).

1.2.2. Inmatesin military or nonmilitary institutions are subject to that institution’s rules or directives
including rules on discipline and treatment.

1.2.2.1. The installation commander may authorize use of civilian facilities (state, county, and
city) to incarcerate inmates. When no military facilities are reasonably available, facilities
approved by the US Marshals Service may be used on a temporary basis. Obtain the name and
location of federally approved corrections facilities from the nearest US Marshals office. In the
event afacility has not been approved by the US Marshals, check to see if it has been accredited
by the state having jurisdiction. A facility may be used if the accreditation has come from the
American Correctional Association, American Jail Association or by the state itself.

1.2.2.2. Anytime civilian or other military service facilities are used, a Memorandum of Agree-
ment (MOA) should be completed. An MOA is mandatory for each Army facility. The MOA
should detail responsibilities and services. Consult AFI 25-201, Support Agreement Procedures
for guidance.

1.2.2.2.1. The inmate's unit will use Operation and Maintenance (O& M) funds to pay costs
associated with housing or transferring the inmate.

1.2.3. Do not use corrections personnel or facilities for correctional custody.

1.2.4. The Air Force confines inmates in facilities that prevent immediate association with enemy
prisoners of war or foreign nationals who are not members of the US Armed Forces.

1.2.5. TheMgor Command (MAJCOM) SFs may approve, on acase-by-case basis, temporary use of
their corrections facilities to house a transient inmate under the control of civilian law enforcement
officers. Do not use military personnel as guards for the inmate. Do not allow temporary inmates or
correctional custody correctees to have contact with military inmates.

1.2.6. All inmates receive fair and humane treatment according to laws, instructions, and directives,
and consistent with custody requirements.

1.2.7. AFCS consistsof threelevelsof facilities: Level 1, Level 2, and Level 3. See Attachment 1 for
definitions.
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1.3. Program Responsibilities:
1.3.1. HQ USAF/XOF establishes policy for the AFCS.

1.3.2. HQ 11 WG/CC, Bolling AFB, DC, is the Court-Martial Convening Authority (CMCA) for
inmates assigned to the HQ Air Force Security Forces Center, Corrections Division. This also
includes parolees and members on appellate leave.

1.3.3. Headquarters Air Force Security Forces Center, Corrections Division (HQ AFSFC/SFC):
1.3.3.1. Implements and oversees the AFCS worldwide.
1.3.3.2. Isresponsiblefor Air Force inmates gained by HQ AFSFC/SFC.
1.3.3.3. Approvesinmate transfers among military corrections facilities.

1.3.3.4. Maintains administrative records for parolees since they are assigned to HQ AFSFC/
SFC, and coordinates selected issues regarding the parolee with the United States Disciplinary
Barracks, the parolee’s assigned permanent duty station. See paragraphs 5.14.2. and 10.18.9. for
further guidance.

1.3.3.5. Serves as service Central repository for inmate Victim Witness Assistance Program
(VWAP) and the Return to Duty Program (RTDP).

1.3.4. The Air Force Chief of Clinical Servicesfor the AFCSisassignhed to HQ AFSFC Det 2:

1.3.4.1. Provides rehabilitation, evaluation, treatment and professional recommendations with
regard to inmates assigned within the AFCS.

1.3.4.2. Serves as afoca point for mental health services and pre-release programs within the
AFCS and for consultation with others (i.e., Area Defense Counsel, Judiciary, Air Force Clem-
ency and Parole Board) concerning these services.

1.3.4.3. Serves as liaison with Air Force rehabilitation staff assignments and credentialing agen-
cies.

1.3.5. Commanders of HQ AFSFC Det 1, Ft Leavenworth, KS; Det 2, Naval Consolidated Brig
(NAVCONBRIG) Miramar, CA; and Det 3, NAVCONBRIG Charleston, SC, and their Air Force staff
are responsible for the welfare and administration of inmates confined at their respective locations.
The commanders aso support mental health programs, education, vocational testing and counseling,
and employment programs as required by the support agreement. Note: For the purpose of this
instruction, detachment commanders have the same responsibilities and authority as described for
the installation Chief Security Forces (CSF). Host service (Army, Navy) specific equivalent pro-
grams already in place at those ingtitutions satisfy the requirements of thisinstruction.

1.3.6. The Director, Secretary of the Air Force Personnel Council (SAFPC), or designee, chairs the
US Air Force Clemency and Parole Board (AFC& PB) and announces the decision of the Secretary of
the Air Force on clemency, parole, restoration to duty, and reenlistment of inmates.

1.3.7. The Director, USAF Judiciary (HQ AFLSA/JAJ), advises HQ AFSFC on corrections, clem-
ency and rehabilitation issues, and provides a voting member for the AFC& PB.

1.3.8. Air Force MAJCOM/SFs oversee corrections activities in their command.

1.3.9. Ingtallation commanders must maintain capabilities to house inmates up to 120 days. This can
be accomplished through possessing your own facility or through agreements with other confinement
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facilities. Installation commanders having corrections facilities implement programs according to this
instruction and ensure adequate O& M funds are available for inmates in non-pay status.

1.3.10. Inmate’s parent unit is responsible for their confined personnel, regardless of location, until
the member is formally gained into the AFCS. This responsibility includes, but is not limited to: pro-
viding escorts, assisting confined members families, visiting confined members at least monthly,
making telephonic contact when geographically separated, and obtaining transfer orders.

1.3.10.1. When Level 1 facility staff cannot meet minimum manning requirements, the inmate's
parent unit is responsible for providing manpower to sustain facility operations.

1.3.10.2. The parent unit commander is responsible for updating the personnel data system of
changesin duty status until the inmate is transferred to HQ AFSFC/SFC.

1.3.11. The installation CSF or designated security force commander ensures corrections systems
meet the guidelines in this instruction. They will monitor, inspect, and maintain al facilities and pro-
grams.

1.3.12. The corrections officer supervises staff; provides custody, control, administration, and correc-
tional treatment for inmates; and ensures compliance with thisinstruction.

1.3.13. The corrections staff:
1.3.13.1. Conducts programs to rehabilitate inmates for return to society or return to duty.
1.3.13.2. Provides an environment promoting inmate responsibility.

1.3.13.3. Must know and adhere to use-of-force policies established in applicable DOD and Air
Force directives. Local training must also consist of policies and use of weapons and special
restraint devices unique to the confinement facility.

1.3.13.4. Act in accordance with the requirements of the UCMJ and observe the constitutiona
rights of individuals. The following aspects of corrections staff member behavior merit special
emphasis and the corrections officer must immediately review any violations:

1.3.13.4.1. Persona dignity of al individuals shall be observed and any act or work assign-
ment that demeans, degrades, humiliates, or serves only to embarrass an individual is
expressly prohibited.

1.3.13.4.2. Physical abuse, hazing, use of unnecessary force, and any form of corporal punish-
ment by a staff member are prohibited.

1.3.13.4.3. Striking or laying hands upon inmates is prohibited except in self-defense, to pre-
vent serious injury to others, to prevent serious damage to property, to effect an authorized
search, or to quell adisturbance. In such cases, the amount of force used will be the minimum
amount necessary to bring the situation under control.

1.3.13.4.4. Staff members are prohibited from bartering, giving, or selling any item or service
to inmates and prohibited from permitting others to conduct such activities.

1.3.13.4.5. Staff members are prohibited from extending privileges, favored assignments, or
information to individual inmates that are not similarly available to all inmates.

1.3.13.4.6. Staff members shall not use their official position to establish or maintain social
contacts or relationships with inmates or their families or friends.
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1.3.13.4.7. Staff members shall not release information on individual inmates without the
authorization of the corrections officer.

1.3.13.4.8. Staff members shall set high persona standards of appearance and military bear-
ing.

1.3.13.4.9. Staff members are prohibited from fraternizing with inmates. These restrictions do
not prohibit all contact, such asroutine social pleasantries between inmates and staff members.
Staff members are expected to treat inmates as fellow human beings who are members of the
military service in a subordinated position within the organization.

1.3.13.4.10. Sexual harassment is prohibited. This behavior interferes with an individual’s
performance and creates an intimidating, hostile and offensive environment. Whether the indi-
vidual is an inmate, detainee, or staff member, sexual harassment denies the individual respect
and dignity and is contrary to the mission of the facility.

1.3.14. The Staff Judge Advocate (SJA) provides the corrections officer with legal interpretation,
guidance on confinement matters, and information concerning the offenses, for inclusion in the
inmate’'s DD Form 2710-1, nmate Sentence I nfor mation.
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Chapter 2

ORGANIZATION, STAFFING, AND CORRECTIONS STAFF TRAINING

2.1. Organization. The instalation CSF assigns a commissioned officer as the corrections officer. This
position may be an additional duty. The corrections NCOIC is operationally responsible to the corrections
officer.

2.2. Saffing. Theinstallation CSF determines staffing for their Level 1 facility. HQ AFSFC/SFC deter-
mines Air Force personnel assigned to Level 2 and 3 facilities staff. Staffing requirements for AFCS facil-
ities should be determined on more than (projected) inmate population figures and should include a
review of staffing needs as well as mission requirements. MAJCOMS s establish staffing requirements for
Level 1 Facilities assigned to their command. Staffing requirements will be reviewed at least semiannu-
aly and adjusted as required.

2.2.1. Staff members must be E-4 or above and a 5-skill level.
2.2.2. Staff members must demonstrate and possess a high degree of maturity and emotional stability.

2.2.3. Personnel other than 3P0X 1 may be used to supervise and/or guard inmates. A record of train-
ing on all non-custodial supervisors who are trained to supervise inmate work details will be main-
tained. Persons with an Unfavorable Information File, civilian felony conviction, court-martial
conviction, non-judicial punishment, criminal history or history of substance abuse will not be tasked
to supervise inmates. If corrections assigned personnel (trained) are tasked with other duties not in
support of the facility, those duties should not degrade or otherwise compromise security of the facil-
ity.

2.2.4. Personnel of the opposite sex of the inmate’'s may supervise or guard inmate(s). This arrange-
ment must not result in undue invasion of the inmate(s) privacy as determined by the corrections
officer. Note: Escorts for the transfer of inmates must be of the same sex in accordance with Chapter
0.

2.3. Training. Corrections officers will establish an in-house training program designed to ensure all per-
sonnel assigned corrections duties are fully trained in custody, control, management and correctional
treatment of inmates. Training records will be maintained on all staff members. Corrections staff should
complete or be scheduled to attend a service corrections course (or civilian equivalent) immediately upon
duty assignment.

2.3.1. In-servicetraining programs should contain as a minimum, training on:
2.3.1.1. Themission, purpose, and objective of the facility.

2.3.1.2. Confinement administration, to include confidentiality of inmate information and Privacy
Act requirements.

2.3.1.3. Use of force and weapons restrictions.

2.3.1.4. Escort responsibilities and custody requirements.

2.3.1.5. Emergency action plansfor fire, natural disaster, escapes, riots, inmate injuriesor illness.
2.3.1.6. The staff/inmate relationships.
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2.3.1.7. The function and relationship of referral agencies (legal office, clinic, mental health,
finance, etc.).

2.3.1.8. Suicide prevention. All confinement facilitieswill have adetailed suicide prevention plan
that addresses each of the following: training, identification/screening, communication, interven-
tion, reporting, follow-up, and review.

2.3.2. Lesson plans should be devel oped for each subject of instruction. HQ AFSFC/SFC hastraining
videos with lesson plans and testing material, which may be loaned to units. Ensure training is docu-
mented in training records.

2.4. Management of Human Immunodeficiency Virus (HIV) Positive Inmates. Corrections officers
ensure a comprehensive education and training program is available for staff and inmates.

2.4.1. Training includes measures to protect against HIV transmission. Design the training to pre-
clude rumors, correct misinformation, allay fears, and provide current factual information. Contact the
military public health office regularly to update information.

2.4.2. Staff training topics should include:
2.4.2.1. Apprehension and search.

2.4.2.2. Cardio-Pulmonary Resuscitation (CPR), first aid procedures, and disposal of contami-
nated materials.

2.4.2.3. Evidence and property handling.
2.4.2.4. Transporting inmates.
2.4.2.5. Decontaminating cells and other spaces.
2.4.3. Upon in-processing, inmate training topics should include:
24.3.1. Risk factors.

2.4.3.2. Proceduresfor potentially contaminated material (razors, sewing needles, bloodied cloth-
ing, etc.).

2.4.3.3. First aid procedures.

2.5. Custody and Control of HIV Positive Inmates. Aninmate'sHIV positive statusis not a consider-
ation for transfer requirements unless deemed necessary by medical authorities. Corrections officers
ensure the gaining unit is aware of the HIV positive status of the inmate. Corrections officers do not sep-
arate HIV positive inmates from the general inmate population based solely on HIV status. Corrections
officers aso consider the following when planning for HIV positive inmates.

2.5.1. Medical authorities may require special handling of contaminated laundry and linen.
2.5.2. Toilet and shower facilities are no different from those used by other inmates.
2.5.3. Food service sanitation provisions are no different from those used by other inmates.
2.6. Assessment and Treatment of HIV Positive Inmates. Medical staffstest all HIV negative inmates

annually as scheduled by the corrections officer. The medical facility will determine post exposure
actions.
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2.6.1. The parent unit provides escorts for inmates sent for testing or follow-up care.
2.6.2. Medical treatment facility personnel arrange transportation as necessary.

2.6.3. All incidents which could result in transmission of an infectious disease, (i.e., sexual contact,
tattooing, intravenous drug use, or body-fluid-to-body-fluid transfer), automatically require immedi-
ate HIV testing of participantsunless al participantsare HIV positive. Medical staffsimmediately test
al HIV negative inmatesinvolved in an incident if the corrections staff finds one or more participants
to be HIV positive or knew them to be HIV positive before the incident.

2.6.4. HIV test results are not for public dissemination. As a minimum, the medical facility shall
notify the parent unit commander, installation CSF, and corrections officer of HIV positive test
results. Only inform corrections staff members designated by the corrections officer as having a need
to know which inmates are HIV positive. Corrections staffs do not annotate HIV status in the Correc-
tional Treatment File (CTF) or other records unless the corrections officer, as advised by legal and
medical authorities, directs the entry. Disclosure of an HIV status for official purposes should only be
discussed with corrections, medical, and dental personnel. Any voluntary statements made to that
effect by an inmate are documented in military records.

2.6.5. The corrections officer may direct HIV testing of any inmate at any time considered necessary,
provided they are able to document the purpose of the testing and its necessity as alegitimate penal og-
ical interest.
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Chapter 3

RECORDSAND REPORTS

3.1. Policies/Release of Inmate Records. All staff members will be trained in corrections and will be
fully oriented on the missions, objectives and governing instructions, prior to assuming such duties. All
files maintenance and disposition of recordswill be AW AFMAN 37-139, Records Disposition Schedule,
Table 31-2.

3.1.1. Release of Inmate Records. To the maximum extent possible, all persons associated with cor-
rections must protect processes involved in corrections, clemency and parole, restoration and reenlist-
ment in the release of records requested in accordance with AFI 37-131, Freedom of Information Act
(FOIA) Program and AFI 37-132, Air Force Privacy Act Program. Consult DOD Regulation 5400.7/
AF Supplement, FOIA Program, and AFI 33-332, Air Force Privacy Act Program, for procedures on
release or denial of FOIA and PA requests.

3.1.2. The Air Force has an exemption under the Privacy Act for al corrections and rehabilitation
records. 32 C.F.R. 8806b.30 (1998) and 5 USCA 8552a(j)(2)(West 1996) contains this exemption.
Cite both as the reason for not releasing exempt information.

3.1.3. Corrections staff members may release information in corrections and rehabilitation records
under FOIA unless requested documents or portions of the documents fall within exemptionsin 5
U.S.C. 8552(b). Evaluations and recommendations are usually exempt under 5 U.S.C. 8552(b)(5).

3.2. Victim/Witness Assistance and Sex Offender Notification Program. Local SJA contacts each
victim or witness and determines their desire to participate in the victim or witness notification program.
The corrections officer establishes procedures to protect the rights of victims and witnesses who elect to
participate in the notification process IAW AFI 51-201, Administration of Military Justice; Public Law
97-291, The Victim and Witness Protection Act of 1982, October 12, 1982 (18 U.S.C. 88 1512 et seq.,
3579 et seq.); Public Law 101-647, The Crime Control Act of 1990, November 29, 1990 (42 U.S.C. 88
5779, 5780 and generally amended Title 18); DoDI 1030.1, Victim and Witness Assistance; DoDI 1030.2,
Victim and Witness Assistance Procedures, and this instruction. HQ Air Force Security Forces Center is
designated as the service Central Repository.

3.2.1. Victim and Witness Participation. Victims or witnesses associated with a particular inmate’s
case may request notification when there is a change in the inmate’s confinement status. When an Air
Force member is sentenced to confinement by court-martial, thetrial counsel informs victims and wit-
nesses, if any, of their rightsto notification. The victim or witness elects notification preference using
the DD Form 2704, Victim/Witness Certification and Election Concerning Inmate Status. The
trial counsel forwards the DD Form 2704 to the confinement facility and the service Central Reposi-
tory, HQ AFSFC/SFC, 1720 Patrick Street, Lackland AFB, TX 78236-5226 in all cases where con-
finement is adjudged. (Note: A DD Form 2704 is required for all adjudged inmates whether or not a
victim or witness is identified.) Victims and witnesses are responsible for notifying the confinement
facility and HQ AFSFC/SFC of changesin their address or telephone number.

3.2.2. Establishing a Program. Each confinement facility establishes a confinement Victim Witness
Assistance Program (VWARP) for persons entered by request or through the confinement facility
receipt of aproperly completed DD Form 2704. The VWARP Monitor for the confinement facility must
understand the importance of this program, and be sensitive to the needs of victims or witnesses. The
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VWAP Monitor will treat victim and witness information with strict confidentiality. The identity of a
crime victim or witness shall not be disclosed to the inmate or any unauthorized third party, as deter-
mined by the VWAP monitor. These procedures apply to inmates of all military services confined at
USAF confinement facilities. All victims and witnesses will be treated with sensitivity and compas-
sion.

3.2.3. Notification Procedures. The trial counsel sends the notification requirement to the confine-
ment facility and HQ AFSFC/SFC using the DD Form 2704. If the confinement facility receives a
request directly from a victim or witness by other means, the VWAP Monitor forwards the request to
the trial counsel or servicing SJA for processing. Upon receipt of the DD Form 2704, enter the indi-
vidual into the program. Refer questions from victims and witnesses concerning matters other than
release or release-related activities to the appropriate office.

3.2.4. Inmate's Files. Mark Correctional Treatment Files of inmates included in the victim and wit-
ness program for local identification. For example: "CONTAINS VICTIM OR WITNESS
REQUEST." Victim and witness information is exempt from release under the PA and FOIA. Do not
allow the inmate access to this information at any time. The VWAP Monitor maintains a separate
adjunct Victim/Witness Notification Record by individual name of each victim or witness. Document
all contacts with avictim or witness, including telephone calls on the DD Form 2705, Victim/Witness
Notification of | nmate Status. Show the date, time, type of contact, tel ephone number/address used,
staff name, and reasons/outcome.

3.2.5. Victim and Witness Records. Package and file victim and witness records as follows:

3.2.5.1. The VWAP Monitor will seal filesin a separate envelope and mark as victim/witness
files.

3.2.5.2. The envelope will be clearly labeled "EXEMPT from Freedom of Information Act and
Privacy Act Release." The envelope will be kept with the CTF.

3.2.6. Types of Notification and Time Frames. Use the DD Form 2705, Victim/Witness Notification
of Inmate Satus, to make victim and witness notifications. Use this form to advise victims and wit-
nesses of any change in the inmate's confinement status. Attach it to a cover sheet (Attachment 3).
Unless a shorter period is prescribed below, make notifications at least 45 days prior to the specific
action. Send all correspondence by certified mail, return receipt requested. File receiptsin the Victim
and Witness Notification Record.

3.2.6.1. Initial Contact. Send theinitial Victim/Witness Notification Cover Letter (Attachment 2)
to victims and witnesses within 10 working days of receiving the DD Form 2704 or other accept-
able request for enrollment in the VWARP. Attach a completed DD Form 2705 to the initial enroll-
ment letter. At this time notify victims and witnesses of initial clemency and parole dates, if
applicable.

3.2.6.2. Clemency/Parole Hearing. Notify victims and witnesses at least 45 days in advance (or as
soon as known) of clemency and parole hearings held by the appropriate military service C& PB.
Advise victims and witnesses of their right to submit statements (written or typed) to the service
C&PB on the impact crime has had on their lives. Refer requests from victims and witnesses to
appear before a clemency/parole hearing to the appropriate service C&PB. (Note: Personal
appearances are not authorized for the AF C&PB or before facility disposition boards considering
Air Force inmates.)
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3.2.6.3. Release. Notify victims and witnesses when an inmate is scheduled to be released. Using
the DD Form 2705, provide the date, method of release and destination (city and state). In parole
cases, include the parole officer’'s name and telephone number. Make notifications by telephone
when the inmate is unexpectedly released or when required by short-notice time frames.

3.2.6.3.1. If aMilitary Magistrate determines a detainee should be rel eased from pre-trial con-
finement, the detainee’s commander will be informed of the need to notify any potential victim
or witness of the release.

3.2.6.4. Notice of Release of Sex Offenders. Appropriate state authorities must be notified in all
cases involving the release from confinement of inmates convicted of sexually violent offenses or
convicted of sex offenses against victims who were minors (persons under the age of 16 years).
Conviction of any of the offenses specified in Attachment 4 triggers this reporting requirement.
However, there are additional sex offenses that trigger the reporting requirement. When in doubt
on whether a particular offense must be reported, consult the installation SJA.

3.2.6.5. Procedure. In cases where notification is required, the corrections officer, or designee of
the facility where the inmate is confined, and regardless of the branch of service of which the
inmate is a member, shall:

3.2.6.5.1. Informtheinmate prior to final release that he or she will be subject to aregistration
requirement as a sex offender in any state or territory in which he or she resides, is employed,
carries on avocation, or is astudent.

3.2.6.5.1.1. Usethe DD Form 2791-1, Prisoners Acknowledgement of Sex Offender
Registration Requirements, to obtain the inmate's written acknowledgment of the fore-
going notification. Also obtain from the inmate and include on the form the address at
which he or she will reside upon release from confinement. A corrections staff member
will witness the inmate's signature on the form.

3.2.6.5.1.2. File one copy of the released inmate’s acknowledgment form in his or her
CTF, another copy in the facility files, and provide athird copy to the inmate. Forward the
origina for placement in the inmate's Personnel Records.

3.2.6.5.2. At least two weeks prior to the inmate's final release from confinement (to ensure
receipt at least five days prior to the inmate’'s release date), complete and mail separately
addressed copies of DD Form 2791, Notice of Release of Military Offender Convicted of
Sex Offense to:

3.2.6.5.2.1. Statelaw enforcement where the inmate will reside. Thisisthe Attorney Gen-
eral for the state or territory. See Attachment 5.

3.2.6.5.2.2. Local Law Enforcement. Local law enforcement where the inmate will reside.
Notify typically the chief of police of the municipality or the sheriff of the county where
the inmate plans to live. If assistance in identifying the appropriate agency is required in
situations involving multiple jurisdictions with overlapping authority, consult the SJA.

3.2.6.5.2.3. State Sex Offender Registration Official. This is the state or local agency

responsible for maintenance of sex offender registration information for the state or terri-
tory in which the inmate will reside upon release from confinement. See Attachment 6.
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3.2.6.5.3. In cases where the inmate is to be released on parole, provide the supervising US
Probation Officer a copy of the inmate’'s written acknowledgment and copies of the three DD
Forms 2791 submitted in accordance with paragraph 3.2.6.5.2.

3.2.6.5.4. In cases where the convening authority in their action suspends a sentence to con-
finement adjudged by court-martial, the member’s release from confinement on suspension
will trigger the above-described notice requirements and the corrections officer shall comply
with the procedures detailed in paragraphs 3.2.6.5.1. through 3.2.6.5.2.3. In the event the sus-
pension is subsequently vacated and the member is required to serve his sentence to confine-
ment, the notification requirements will be re-accomplished before the inmate is again
released from confinement.

3.2.6.5.5. The corrections officer may delegate the above victim/witness and sex offender
release notification responsibilities to a subordinate officer or noncommissioned officer.

3.2.6.6. Escape. Notify victims and witnesses by telephone as soon as possible after discovery of
an escape by an adjudged inmate. Victims and witnesses will be re-notified by telephone upon the
inmate’s return to confinement. Provide this information to the service Central Repository, HQ
AFSFC/SFC by the most expeditious means (fax, e-mail, or telephone). See 3.2.11. for procedures
if apre-trial detainee escapes.

3.2.6.7. Transfer. Notify victims and witnesses of transfer to another facility. Notification may be
made prior to transfer or immediately thereafter. Regardless of military service, forward victim
and witness information via separate correspondence to the commander of the receiving facility.
Requests for transfer to another confinement facility must identify cases where victim and witness
notification is required. The commander of the receiving facility notifies victims and witnesses of
theinmate’'s new location and enrollment in the facility’s victim and witness notification program
within 14 days of inmate arrival. Send a copy of the notification to the service Central Repository,
HQ AFSFC/SFC, 1720 Peatrick Street, Lackland AFB, TX 78236-5226.

3.2.6.7.1. If transferred to the USDB, forward the victim and witness information separately
to the Command Judge Advocate, Attn: VWAP Monitor, USDB, Ft Leavenworth, KS 66027.

3.2.6.7.2. Refer to the corrections web page http://afsf.lackland.af.mil/sfc for a complete list-
ing of Level 1 RCFs and higher. It can be found on the Lackland AFB web site under HQ
AFSFC.

3.2.6.8. Emergency Home Parole (EHP). Notify victims and witnesses before the inmate’srelease
on EHP; this should normally be done by telephone.

3.2.6.9. Death. Notify the victim or witness within 10 days of the death of an inmate.

3.2.7. Canceling the Notification Request. A victim or witness may request remova from the con-
finement notification program by writing the service Central Repository. Forward requests made
directly to the confinement facility to the service Central Repository. The confinement facility may
recommend canceling a notification request to the service Central repository when the victim or wit-
ness fails to respond within 60 days to an inquiry that concerns continued participation. Prior to can-
celing a notification request, document in the Victim and Witness Notification Record all efforts to
contact the victim or witness. After three attempts to contact the individual via certified mail, the
VWAP Monitor shall recommend cancellation through the service Central Repository, HQ AFSFC/
SFC.
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3.2.8. Victim/Witness Protection. Any time a victim/witness is believed to be in danger, render all
assistance possible (within jurisdictional limits) to get protection for them. Assistance may range from
advising the victim/witness to contact local law enforcement, to the corrections officer or designee
personally advising law enforcement agencies in the victim/witness' jurisdiction of danger. Military
authorities should handle protection for victims/witnesses within military jurisdiction. Notify Air
Force Office of Special Investigations (AFOSI) in cases involving Air Force inmates. Advise inmates
they are not to make contact with any victim or witness of their confining offense either directly or
through athird party without the permission of the victim or witness. This prohibition includes contact
viatelephone calls, vigits, or writing letters. Inmates desiring to communicate with avictim or witness
may submit arequest to the corrections officer. The VWAP Monitor will contact the victim or witness
to determine whether contact is desired. This requirement applies to all cases regardless of whether
the victim or witness has elected to participate in this program.

3.2.9. VWAP Training. All corrections personnel should periodically receive information about
VWAP and staff responsibilities. Arrange training with the local SJA. All corrections officers, or del-
egated representative should become actively involved with the base victim witness assistance coun-
cil.

3.2.10. RCS: HAF-SF (M) 9611. Victim/Witness M onthly Status Report. Send a monthly report to
HQ AFSFC/SFC (see Attachment 7 for suggested format) by the fifth of the following month. This
activity report provides alist of inmates, grouped by service, for whom a DD Form 2705 was gener-
ated during the month, including branch of service, social security number, date entered into program,
Minimum Release Date (MRD), and Parole Eligibility Date (PED). Include the number of status
changes and number of notification letters (DD Form 2705) sent per inmate and reason for status
changes. Include information regarding any inability to contact a victim or witness in this report.
Facilities may mail or fax the report; negative reports are required. NOTE: This report is designated
emergency status code D. Immediately discontinue reporting data during emergency conditions. Dis-
continue reporting during MINIMIZE.

3.2.11. Pre-trial Detainees. The VWAP Monitor should immediately notify the detainee’s commander
upon achangein the detainee’s status, and directs them to make al appropriate victim or witness noti-
fications regarding the change. Changes during pre-trial are not reflected on the monthly Victim Wit-
ness Status Report.

3.2.12. Action. The corrections officer establishes internal controls to keep information submitted by
victims and witnesses confidential and prevent unauthorized access to associated files. Include the
Confinement VWAP in facility operating instructions.

3.3. RCS: DD-P&R (A) 2067, Annual Confinement Report. A corrections officer responsible for
housing inmates sends this report to the appropriate MAJCOM/SF. The report covers the periods from
January to December. MAJCOM/SFs consolidate the reports into one report and submit it to HQ AFSFC/
SFC, 1720 Patrick Street, Lackland AFB, TX 78236-5220, no later than 5 February. NOTE: Thisreport is
designated emergency status code D. Immediately discontinue reporting data requirements during emer-
gency conditions. Discontinue reporting during MINIMIZE.

3.4. Requestsfor Deviation from Security Criteria. Use AF Form 116, Request for Deviation from
Security Criteria for instances relating to physical security deficiencies only. Installation commanders
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may approve deviations for all physical security deficiencies as outlined in AFI 31-101, Air Force Instal-
lation Physical Security Program.

3.4.1. Other deviation requests pertaining to safety, comfort measures, transfers, and escort require-
ments are submitted by letter. Include the reason and condition for the deviation with an estimated
completed date.

3.4.2. The installation commander approves deviations for Level 1 except those relating to safety,
transfer, and escort requirements.

3.4.3. HQ AFSFC/SFC approves all waivers, exceptions, and variances for all Level 1 RCF and
higher facilitiesaswell asissues relating to safety, transfer, and escort requirements at any level facil-
ity.

3.4.4. Corrections officers send information copies of approved waivers, exceptions, and variances

approved by the installation commander to the responsible MAJCOM/SF and HQ AFSFC/SFC, 1720
Patrick Street, Lackland AFB, TX 78236-5220.

3.5. Incident Reporting. The corrections officer or NCOIC, reports any serious or significant incidents
in accordance with OPREP-3 reporting requirements. Serious incidents include, but are not limited to:
allegations of abuse, escape, mgjor disturbances, or death of an inmate or detainee. (RCS: HAF-XOO
(AR) 7118) (see AFMAN 10-206, Operational Reporting) Submit OPREP-3 reports to the parent MAJ-
COM/SKF HQ AFSFC LACKLAND AFB TX//ISFC//, and HQ USAF WASH DC//XOFO//. Thisreport is
designated emergency status code C2. Continue reporting during MINIMIZE.
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Chapter 4

FACILITIESAND EQUIPMENT

4.1. Establishing, Changing Designation, and Closing Facilities. The installation commander deter-
mines the need to establish, change, or closeaL evel 1 facility. Base the decision on inmate population and
availability of other facilities in the area, such as an RCF. MAJCOM/SFs approve plans to establish or
change the status of existing facilities. Send information copies of approved changes to HQ AFSFC/SFC,
1720 Patrick Street, Lackland AFB, TX 78236-5220. HQ AFSFC/SFC approves such plans for Air
Force-operated RCFs.

4.2. General Design Criteria. The corrections officer ensures space is available for inmate housing,
recreation, administration, and education. The design must include escape prevention as well as safety
and emergency evacuation procedures. A correction facility design shall include:

4.2.1. Segregation cellslocated so physical contact with non-segregated and other segregated inmates
isimpossible and to minimize the possibility of escape and self inflicted injury.

4.2.2. Divison of inmates by status, custody grade, sex, and officer or enlisted.
4.2.3. Provisions for reasonable comfort consistent with good order and discipline.
4.2.4. Distinctive administrative areas separate from security functions.

4.2.5. Secure storage space for personal property.

4.2.6. Health and comfort storage area.

4.2.7. Securejanitorial supply storage area.

4.2.8. A viditing area with controlled entry and exit that allows for private conversation and has stor-
age space for visitors personal property; e.g., coats, handbags, etc.

4.2.9. Dayrooms with space for reading, writing, and table games.

4.3. Physical Security, Safety, and Comfort Measures. The corrections officer ensures security,
safety, and comfort measures exist in their corrections facilities, as listed below:

4.3.1. Have barriers to control public entry into inmate areas and to prevent inmate escape. Fences
used as a facility boundary must be, as a minimum, 7-foot-high fence fabric, with 3-strand barbed
wire mounted on an inward 45-degree angle. Secure fence fabric at the bottom. Ensure gates are wide
enough to permit entry for all emergency vehicles.

4.3.2. When possible, use Closed Circuit Televison (CCTV) for internal and external control.

4.3.2.1. Ensure CCTV does not clearly invade inmate privacy unless suicidal or violent behavior
dictates otherwise.

4.3.2.2. Do not have members of the opposite sex monitor inmate latrine and shower areas.
4.3.2.3. Keep CCTV monitors from public view.

4.3.3. Provideinterior and exterior lighting as follows:
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4.3.3.1. When feasible, light each cell and facility through windows or skylights large enough to
emit natura light (facilities built after 1 Jan 97 should have windows or skylightsinstalled) one or
the other.

4.3.3.2. Artificia light in rooms, cells, and personal hygiene areas is at least 20 foot-candles at
desktop level.

4.3.3.3. When feasible, provide all individuals confined in cells or rooms with a view to the out-
side of at |east three square feet.

4.3.3.4. Provide adequate exterior lighting for security and safety.

4.3.3.5. Install wire mesh covering or safety glassfor lighting fixtures in areas where inmates are
present.

4.3.3.6. Provide battery powered emergency lights to illuminate the facility interior during power
outages.

4.3.4. Indoor temperatures are at locally prescribed levels.

4.3.5. Aircirculationisat least 10 cubic feet of fresh or re-circulated, filtered air per minute per occu-
pant for inmate rooms/cells, officer stations, and dining areas, as documented by an independent,
gualified source. Facilities built after 1 Jan 97 must provide at least 15 cubic feet of fresh or re-circu-
lated air.

4.3.6. Noiselevelsdo not exceed 70 dBA (A scale) in the daytime and 45 dBA (A Scale) at night.

4.3.7. Usesmplelocking devices (not padlocks). Keep al keysin a secure location and establish pro-
cedures to issue, receive, and inventory keys.

4.3.7.1. Duplicate keys must be immediately available for emergencies.

4.3.7.2. Electronic locks must have a manual backup. Monitor control panels on a 24-hour basis.
Ensure panels contain a "group release” for cell or room doors.

4.3.8. Conventional porcelain toilets, without water tanks, and wash basins are appropriate in stan-
dard cells or areas. Provide metal, round-edged toilets and wash basins in segregation cells and
equipped with self-closing tamper-proof valves, index buttons, soap dish, drinking bubbler, and over-
flow. Provide toilets, wash basins, and showers as follows:

4.3.8.1. Toilets: A minimum ratio of one toilet for every 12 males and one toilet for every eight
females, available on a 24-hour basis. You may substitute urinals for up to one half the toilets in
male facilities.

4.3.8.2. Dormitory type facilities capable of housing three or more inmates will have a minimum
of two toilets.

4.3.8.3. Wash basins: A ratio of at least one for every 6 inmates.

4.3.8.4. Built-in shower stalls: A ratio of one shower stall for eight inmates. Showers must have
concealed and tamper-proof supply fittings, surface mounted fixed prison type showerhead, and
tamper-proof hot and cold water valves. To avoid injury from hot water, thermostatically control
shower water temperatures between 100 and 120 degrees Fahrenheit.
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4.4. Prohibited Security Measures. Corrections officers ensure enforcement of the following prohibi-
tions during both the design and operation of the confinement facility.

4.4.1. Do not locate facilities next to child care operations, or any facilities, which dispense, sell, or
store alcoholic beverages.

4.4.2. Do not use electrically charged fences or wires.
4.4.3. Do not house non-inmatesin the facility.

4.4.4. Do not dlow temporary inmates to have contact with military inmates (see paragraphs 1.2.4.
and 1.2.5.).

4.4.5. Do not divide visiting areas by any type of barrier.
4.4.6. Do not use "black-out" cells.

4.4.7. Do not guard inmates with canine teams. Patrol dogs may be used to assist in the search of
escaped inmates. Detector dogs may be used to conduct facility contraband checks.

4.4.8. Do not use chemicals other than riot control agents.
4.4.9. Do not use firearms to guard inmates, except under escort.

4.4.10. Do not use restraining devices, such asleg irons, during inmate employment to createa“chain
gang.”

4.4.11. Do not secure (restrain) inmates to fixed objects, except in emergencies, or when specifically
approved by the corrections officer, to prevent potential danger to corrections personnel or the com-
munity.

4.5. Space Allocation. Dormitory space for inmates will provide for separation and supervision.

4.5.1. For al confinement facilities built prior to 1 Jan 97, the space alotment for dormitory type
facilities will be designed on the basis of 72 square feet per inmate (except under circumstances
described in 4.5.1. below), computed on a net room areathat includes open aide but excludes latrines,
closed corridors, and utility space.

4.5.2. When conditions prevent the use of standard allocation during temporary periods of increased
inmate population, provide 50 square feet per inmate. MAJCOM/SF commanders may approve oper-
ations under the reduced space allocation rule for up to 60 days. Only HQ AFSFC/SFC may approve
emergency minimum space allocation for any period beyond 60 days.

4.5.3. Space allotment for individual cells or rooms and for cells that are used for segregation of
inmates will be: 8 feet long, 6 feet wide and 8 feet high (minimum inside measurements). When any
cell or room does not meet this minimum space requirement, a medical doctor or physicians assistant
must inspect and certify it as acceptable for confinement. Document these instances by exception
approved by the installation commander.

45.4. Asof 1 Jan 97, all new construction and/or renovation of existing facilities will provide each
inmate in individual cells and open bays a minimum 35 square feet of space, unencumbered by fur-
nishings or fixtures. Ensure ceiling to floor distanceis at |least 8 feet.

4.5.5. When confinement exceeds 10 hours per day, provide at least 80 square feet of total floor space
per occupant. (Note: Does not include normal deep time.)
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4.5.6. Ensure dayrooms and recreation rooms provide a minimum of 35 square feet per inmate

allowed to use the room at onetime. No day room or recreation room will contain lessthan 100 square
feet.

4.6. Furnishings. Corrections officers ensure each cell or area has at |east one sleeping surface. The sur-
face consists of a mattress at least 12 inches off the floor (per inmate); a writing surface and proximate
area to sit (required only if inmate is inside more than 10 hours per day); a storage space for personal
items, and place to suspend clothes. Provide sufficient furnishings, consistent with inmate custody levels,
in day rooms for every occupant using it at one time.

4.7. Equipment. Corrections officers ensure corrections facilities provide the following:
4.7.1. Office equipment to support the administrative function.
4.7.2. Janitorial suppliesfor use in the facility and serviceable tools for inmate work projects.
4.7.3. A public address system (as required).

4.7.4. Sufficient recreational equipment and day room equipment such as TV's and/or radios.
4.7.5. Religious supplies and literature as provided or approved by the installation chaplain.
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Chapter 5

ADMINISTRATION AND MANAGEMENT

5.1. Confinement Orders (Pre-trial/Post-trial). Pre-trial: Ensure completion of AF Form 444, Advise-
ment of Rights Upon Pre-trial Confinement, and DD Form 2707, Confinement Order. The unit repre-
sentative affecting the confinement completes the AF Form 444, and is witnessed by a corrections staff
member, IAW Rules for Courts-Martial (R.C.M.) 304 and 305. Post-trial: Ensure completion of the DD
Form 2707, Confinement Order. An authorized commissioned, warrant, or noncommissioned officer
may sign the DD Form 2707, authorizing confinement. See Articles 9(b) and 11(a) of the UCMJ and
MCM, R.C.M. 1101. The AF Form 1359, Report of Result of Trial, may servein lieu of the DD Form
2707, if the accused was in continuous pre-trial confinement from the confinement date to the adjudged
date.

5.1.1. Civilians and military personnel can be detained in AFCS facilities pending their release to
competent authorities. The detention must meet any local, host tenant or Status of Forces Agreements.
The detainment of any member not subject to the UCM J requires coordination with SJA.

5.1.1.1. Inmates of other services of the United States (Army, Navy, USMC) will be incarcerated
in AFCS facilities, per DOD directives and other appropriate inter-service support agreements.

5.1.1.2. Inmates of other services incarcerated in AFCS facilities will be subject to the policies
contained in thisinstruction, except as directed by HQ AFSFC/SFC.

5.1.2. Theinstallation SJIA will supervise the administration of military justice and provide legal
assistance for inmates. Whenever possible, provide these services within the facility. Inmates will be
kept fully informed concerning the status of their cases or sentences, and other pending legal matters.

5.1.3. Theinstallation SJA will serve aslegal advisor to the corrections officer/NCOIC and staff. The
SJA will also assist in providing legal materials necessary to support inmate needs for accessto legal
libraries.

5.2. Determining the Place of Confinement. All Air Force inmates serve sentences within the Air
Force or DOD corrections system according to policies set forth in this instruction.

5.2.1. All Air Force Academy cadets (male) and commissioned officers (male) regardless of length of
sentence, inmates under sentence of death, and all enlisted members receiving a sentence of more than
five years, serve their sentences at the USDB, Ft Leavenworth, KS. Refer to Attachment 1, Levels 2
and 3 descriptions for further guidance. Requests for housing inmates in Army confinement facilities
requires HQ AFSFC/SFC to coordinate and obtain approval from HQ Army (DAMO-ODL) 48 hours
prior to transfer. (For types of facilities, see Attachment 1, under the term Level).

5.2.1.1. This action will not infringe upon any commander’s authority under R.C.M. 1107 to
return or restore an inmate to honorable duty status.

5.2.1.2. Under normal situations, confine pre-trial detainees locally. HQ AFSFC/SFC approves
deviations from place of confinement criteria and directs inmate transfers as appropriate.

5.3. Processing Inmatesinto a Facility. The corrections officer ensures all corrections staff members
are proficient in processing new inmates. Processing includes at |east one briefing on facility rules and an
interview by the corrections officer or NCOIC. Provide a written copy of the facility rules to the inmate.
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The inmate will retain this copy until departure, and signs a statement acknowledging he or she under-
stands the rules. The rules should contain the things an inmate may do; making anything not listed, not
authorized. Thisis particularly effective in contraband control, since the staff confiscates any unautho-
rized article(s) and takes appropriate action. Rules should be kept to a minimum and be positive in nature.
In-processing should aso include accomplishing the DD Form 2711, Initial Custody Classification,
issuing health and comfort item issue, an inquiry through the National Crime Information Center, photo-
graphing and fingerprinting, search of the inmate’s property, receipt for property, and a compl ete search of
the inmate. Ensure an appropriate gender witness is present while conducting a compl ete search. Annotate
al findings such as scars, marks and tattoos. In conducting the search, inmates shall not be searched by
members of the opposite sex, except in emergency situations. When no female staff members are avail-
able, and no emergency exists, seek assistance from hospital personnel or the inmate/detainee’s unit.
NOTE: If during the initia interview, the interviewer determines an inmate needs immediate medical or
mental health care, contact the medical or mental (behavioral) health clinic for assistance.

5.3.1. Ensure theinmate receives a physical examination by medical personnel within 24 hours after
entry into confinement or next duty day for processing on weekends or holidays. NOTE: If the inmate
has not been housed in a confinement facility, ensure the inmate has a physical within 24 hours of
transferring into a confinement facility. Use DD Form 2707, Confinement Order, or locally gener-
ated form. This examination, at a minimum includes a medical and mental health (behavioral) records
review and physical examination. The medical officer tests for communicable diseases including HIV
and Hepatitis B, and urinalysis testing for illegal drug and narcotic use. The medical officer al'so con-
ducts an inspection of all body cavities to prevent the introduction of contraband into the facility. Doc-
ument all results except HIV resultsin the CTF. Female inmates will also be administered a pregnancy
test, with results annotated in the medical record. If appropriate, take the inmate to the mental health
(behavioral) health officer for an interview. NOTE: The medica staff documents HIV test results in
the inmate’s medical records.

5.3.1.1. Uponinitia entry into the confinement facility, the designated mental (behavioral) health
officer, screens the inmate’s medical records for mental health consultation entries. Determine if
the inmate requires follow-on mental health support, isadanger to self, others, or difficulty adjust-
ing to confinement.

5.3.2. When possible, segregate new inmates from others during initial processing and administra-
tion.

5.3.3. Rank or grade has no privilege. Officer and NCO inmates do not exercise command or super-
visory authority over other persons.

5.3.4. Fingerprinting. Complete two originals of the FD-249, Arrest and Institution Card, and
attach the inmate's photograph to the form on all post-trial inmates. One is mailed to FBI, CJIS Divi-
sion, 1000 Custer Hollow Road, Clarksburg, WV 26306, and the second is maintained in the CTF.

5.3.4.1. Upon receipt of Convening Authority (CA) action in which the adjudged sentence is set
aside, remitted or overturned, accomplish FBI Form R-84, Final Disposition Report. Mail oneto
the above address and maintain the second in the CTF.

5.3.4.2. If aninmate with a FD-249 on file escapes, complete two originals of the FBI Form 1-12,
Flash/Cancellation Notice. Upon recapture, complete another set of FBI Form 1-12. For both sit-
uations, forward one form to the FBI CJIS Division, file the other in the CTF.
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5.3.4.3. If aninmate with a FD-249 on file dies, immediately notify the FBI CJIS Division of the
death by letter. Include postmortem fingerprints for humanitarian purposes only.

5.3.4.4. Order FBI forms from the FBI, Criminal Justice Information Services Division (CJIS),
Attn: LSU, 1000 Custer Hollow Road, Clarksburg, WV 26306 or (304) 625-3983; for questions or
training materials call (304) 625-2000.

5.3.5. Complete DD Form 2710, | nmate Background Summary.

5.3.6. Complete DD Form 2715, Clemency/Parole Submission. Inmates may consult their area
defense counsel or attorney prior to completing the “inmate’s version.”

5.3.7. Use DD Form 2715-2, Inmate Summary Data, to record changes in inmate status. progress
during confinement, psychiatric or mental (behavioral) health evaluations, and parole officer recom-
mendations.

5.3.8. Use DD Form 2719, Continuation Sheet, to continue information from DD Forms 2710-1,
2715, 2715-2, and DD Form 2715-1, Disposition Board Recommendation.

5.3.9. Record al inmate information on the Security Forces Desk Blotter, including date and time of
confinement, name, rank, organization, and home station of the new inmate. Other blotter entries
would include inmate incident information such as, date, time of incident, and action taken.

5.3.10. The corrections staff informs the installation commander within 24 hours of an inmate’s entry
into confinement.

5.3.11. Place dl victim and witness notification information and request |etters you receive from the
judge advocate’s office in the CTF. NOTE: Make al letters available for review by disposition board
members.

5.3.12. The parent unit completes an AF Form 2098, Duty Satus Change, to update the inmate's
duty status code and processes the form through the local Military Personnel Flight (MPF) and Finan-
cia Services Office (FSO).

5.3.13. Inmates with dependents apply for household goods relocation according to AFI 36-3020,
Family Member Travel and the Joint Federal Travel Regulation (JFTR) paragraph U5370-J.

5.4. Confinement. The corrections staff will use DD Form 506, Daily Strength Record of Prisoners, to
report entries into confinement when there are changes in custody, status change, releases, gains, |osses,
transfers, and death. A new report is not necessary if there is no change from day to day. Accomplish a
new report only when changes occur. DD Form 515, Roster of Prisoners, supplements DD Form 506.

5.4.1. While an inmate is in confinement, use AF Form 511, Individual Inmate Utilization, to
record inmate work program participation, training, and other utilization information.

5.4.2. Confinement of Pregnant Inmates. Corrections officers and NCOICs will consult medical per-
sonnel for the care and management of confined pregnant inmates. Pregnancy does not preclude con-
finement as long as appropriate prenatal careis provided and there isa medical treatment facility near
the confinement facility, which can provide for |abor, delivery and management of obstetric emergen-
cies.

5.4.2.1. Arrangement for placement for any child born while the mother isin custody must be
made as soon as possible after the pregnancy is known, but no later than the seventh month of
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pregnancy. It is the responsibility of the expecting mother to decide what care arrangements will
be made for the child. Alternativesinclude placing the child with relatives, in afoster home or for
adoption. Corrections personnel will assist the mother in making arrangements with legal and
family support services. Infants must be moved to the location of placement directly from the hos-
pital. The granting of leave for theinmate to take her child for placement may be considered; how-
ever, if not granted, the person designated to provide temporary care should come to the hospital
to receive the child.

5.4.2.1.1. Following an uncomplicated delivery, the normal period of reduced activity is six
weeks. The examining medical officer will determine reduced activities.

5.4.2.1.2. Regardless of the course of action, all expenses involved will be borne by the
inmate.

5.4.2.2. If the pregnancy of an inmate presents special or unique situations, it should be noted that
the inmate may request deferment of the sentence to confinement in accordance with R.C.M.
1101(c).

5.4.3. Aninmate considering elective abortion will be permitted to discuss the matter with a medical
officer or nurse practitioner and, if desired, with a chaplain or other counselor. Other than offering the
services of a counselor, medical officer or a chaplain, facility personnel will not attempt to influence
theinmate's desires regarding abortion.

5.4.3.1. 10 U.S.C. § 1093 prohibits the use of appropriated funds to perform abortions except
when the life of the mother would be endangered if the fetus were carried full term. Consult med-
ical personnel for further guidance.

5.4.3.2. If an inmate desires to seek an abortion, she must submit a written request. Except in
instances where the life of the inmate would be endangered if the fetus were carried full term, the
abortion must be funded by the inmate and, unless available in a military treatment facility, be
arranged through a civilian facility. If assistance is needed, the corrections officer may authorize,
limited to, transportation and security for visits to the location the abortion is to be performed and
any subsequent follow-up care. Following an abortion at a civilian medical facility, the inmate will
be examined by a military or government employed contract physician to determine the need for
additional treatment and follow-up care.

5.4.3.2.1. Following an abortion, aperiod of reduced activity is normal. For an uncomplicated
abortion, the period of reduced activity would be approximately 72 hours.

5.4.3.2.2. The attending physician will make the final determination regarding the necessary
length of hospitalization.

5.5. Correctional Treatment File (CTF). The corrections staff establishes a CTF for each inmate dur-
inginitia in processing. Refer to Attachment 8. The corrections officer is responsible for proper disposi-
tion of the CTF asfollows:

5.5.1. Wheninmates complete a sentence of confinement and return to their unit of assignment, trans-
fer the CTF to the unit of assignment. Annotate this action in the remarks section of the DD Form
2718, Inmate’'s Release Order. File a copy of the DD Form 2718 in the CTF and one copy in the
facility files. The unit of assignment is responsible for maintenance and disposition of the CTF.
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5.5.2. When temporarily transferred to another facility, transfer the CTF and medical record with the
inmate's escort. The CTF returns when the inmate returns to the base of assignment. Do not allow the
inmate accessto the CTF.

5.5.3. When an inmate transfers, the CTF and medical record go with the inmate. The losing facility
keeps copies of documents closing the Personal Deposit Fund (PDF), a copy of the transmittal |etter
listing all transferred items (including the CTF), and a copy of the DD Form 2708, Receipt for
Inmate or Detained Per son.

5.5.4. When an inmate completes a court-martial sentence and is permanently released, refer to
AFMAN 37-139, Records Disposition Schedule, Table 31-2 for final disposition instructions.

5.5.5. Clearly mark CTFs containing victim or witness requests for notification. For example: "CON-
TAINSVICTIM OR WITNESS INFORMATION" (Including medical treatment files).

5.6. Satusand Custody Grades. Upon initial confinement, the corrections officer or NCOIC may con-
vene a panel to determine the inmate's custody grade or may personally determine the inmate custody
grade. The corrections officer or NCOIC classifies inmates as pre-trial, post-trial or casual (inmates in
transient or awaiting pick up or transportation) and assigns one of the following custody grades to all
inmates. (See Attachment 9.)

5.6.1. Custody Grade Factors. The corrections officer or NCOIC should consider many factors when
determining an inmate’s custody grade. These factors may include indications of emotional instability
or disturbance, irresponsibility, prior escapes, Absent Without Leave (AWOL ), maturity, degree and
severity of offense and charges still pending. You may also consider an inmate’s history of emotional
stability, violence and demonstrated sense of productive work. DD Form 2710, | nmate Background
Summary may aso contain information for determining the most appropriate custody grade.

5.6.2. Changing Custody Grades. Corrections staff members should always pay close attention to an
inmate’'s conduct, mental state and work outlet performance. Subtle or pronounced changes in an
inmate’s behavior may warrant changing the inmate's custody grade. The corrections staff should
annotate any such behavioral observations in the inmate’s record so the corrections officer can moni-
tor and make custody grade decisions. Custody grades include trustee, minimum, medium, and maxi-
mum security classifications. Facility commanders may subdivide these custody grades to facilitate
additional security controls.

5.6.3. Maximum Custody. Pose a serious threat to themselves or others, are an extreme escape risk, or
whose behavior is serioudly disruptive to the operation of the facility. Do not remove from the facility
except in emergencies or unusual circumstances.

5.6.4. Medium Custody. Medium custody inmates can be classified into two categories. Medium-In
and Medium-out.

5.6.4.1. Medium-In requires continual supervision. The inmate poses an escape risk, but does not
present a significant threat to others or property. Assign this custody grade to inmates who demon-
strate apoor adjustment to confinement. Do not assign medium-in custody inmates to work details
away from the facility.

5.6.4.2. Medium-Out Custody poses a minimal escape risk. Assign medium-out inmates work
detailsinside or outside the facility under escort.
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5.6.5. Minimum Custody. Does not present an apparent threat of escape or danger. Assign minimum
custody inmates work details inside or outside the facility. Inmates in this custody grade may sign out
and report to work details unescorted. Establish local procedures to account for the location of these
inmates while away from the facility.

5.6.6. Trustee (Community) Custody. Demonstrates a keen sense of responsibility and trust, and
requires very little supervision. Permit inmates in this custody grade to sign out and report to work
details unescorted. Additionally, the installation CSF may approve work assignments at the inmate’s
unit of assignment prior to confinement and use of base facilities. Develop alocal picture identifica
tion card for inmates placed in community custody. Corrections officers will develop uniform require-
ments locally per installation and MAJCOM requirements. Suggest inmates in this status have some
form of distinction present, i.e., jumpsuit in another color, or Battle Dress Uniforms (BDUs) with dis-
tinctive headgear.

5.7. Sentence Computation. The corrections officer or designated corrections staff member computes
sentence and Good Conduct Time (GCT) according to DODI 1325.7, Administration of Military Correc-
tional Facilities and Clemency and Parole Authority and AFJI 31-215, Military Sentences to Confine-
ment. The DD Form 2710-1, Inmate Sentence I nfor mation, or a computer-generated equivalent shall be
used to compute sentences.

5.7.1. The adjudged court-martial date will mark the Confinement Start Date (CSD) of the sentence
to confinement. If an inmate served pre-trial confinement for the offense(s) for which the sentence
was imposed, the CSD will be administratively adjusted to reflect the time spent in pre-trial confine-
ment and any additional pre-trial confinement credit ordered by the military judge, convening author-
ity, or appellate court.

5.7.1.1. Credit an inmate, at the beginning of the sentence, with the monthly GCT deduction for
thefull term of sentence. Also, credit the inmate any confinement time credit awarded by the court
as stipulated on the Report of Result of Trial. This establishes the inmate's MRD.

5.7.1.2. ExtraGood Conduct Time (EGCT). Corrections officers are authorized to grant EGCT as
an additional incentive or abatement to reward good performance in work projects, industries,
education, mental health programs, or other activities deemed appropriate. Evaluations are used to
award EGCT. Those inmates enrolled in Extra Good Time Abatement (EGTA) programs that
receive unfavorable evaluations or who otherwise do not participate in the program due to disci-
plinary reasons will not be awarded EGTA. The following applies:

5.7.1.2.1. Inmates must earn EGCT. The corrections officer does not grant it just because an
inmate meets minimum expectations.

5.7.1.2.2. Complete all EGCT projections at least 30 days prior to release.

5.7.1.2.3. Compute the maximum alowable EGCT according to DOD Directive 1325.4 at
three days per month for the first year and five days per month for subsequent years. Adjust an
inmate’'s MRD (factoring in granted or forfeited EGCT) monthly.

5.7.1.2.4. Violations of facility rules or commission of an offense could result in forfeiture of
al or part of any earned GCT or EGCT. The corrections officer approves forfeited or withheld
GCT or EGCT. The corrections officer must use the Discipline and Adjustment Board (see
paragraph 8.8.3.) in making a decision for forfeiture. The corrections officer may restore all or
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part of previously forfeited or withheld GCT or EGCT, including time withheld or forfeited at
other ingtitutions.

5.8. Quarters Assgnment. The corrections staff assigns inmate quarters based on status, rank, sex, and
custody grade. AFCS facilities use administrative segregation, disciplinary segregation, special quarters,
and procedures for inmates under sentence of death.

5.8.1. Administrative Segregation. Place inmates in administrative segregation as a minimum for the
first 24 hours (up to a maximum of 72 hours) upon arrival into the facility. In all cases, administrative
segregation is used for protective custody, medical reasons or prevention of injury while awaiting
final disposition or during a pending investigation. Advise the inmate of the purpose. The corrections
staff will continuoudly review all cases in an effort to keep the use of these restrictions to a minimum.
A review will be conducted within 72-hours by corrections staff, who in turn makes the recommenda-
tion to the corrections officer for adecision. The facility commander, or designee, will formally advise
the inmate of any decision to continue administrative segregation beyond the 72-hour period.

5.8.1.1. Inmates in administrative segregation will be afforded the same cell furnishings as those
not segregated. The corrections officer or designee determines when temporary removal of fur-
nishings are necessary to prevent injury or property damage. Removal of furnishings will be
reviewed every time an inmate’s status is reviewed.

5.8.1.2. All pre-trial inmates will be housed in separate cells or sleeping areas from post-trial
inmates. They may share the same common areas at the same time.

5.8.1.3. Female and male inmates can share the same common areas at the same time provided
sufficient supervision isin place. Facilities designated for housing female inmates will be modi-
fied as required to provide for separate living and personal hygiene areas. Separate female and
male living and hygiene areas by both sight and sound.

5.8.1.4. Physically separate commissioned and warrant officers from enlisted inmates. Officer
inmates may share the same common areas as enlisted inmates at the same time.

5.8.1.5. Segregate maximum custody inmates from all others.

5.8.2. Disciplinary Segregation. Disciplinary segregationisaformal disciplinary measure and will be
administered under administrative discipline per paragraph 8.8.5.2.

5.8.3. Specia Quarters. Temporarily house inmates within the area used for administrative segrega-
tion, if their emotional state, adjustment to confinement, or mental/physical characteristics warrant
such action. Normally, special quarters will be determined based upon the recommendations of pro-
fessional medical support and treatment staff. If placed in specia quartersfor mental health reasons, a
mental health professional must interview the inmate at least every 30 days.

5.8.4. Confinement of Inmates under Sentence of Death. Segregate adjudged inmates who have been
sentenced to death from the remainder of the inmate population at all times. Do not allow them to be
commingled with other than death sentence inmates in housing, recreation, inmate employment, and
mealtime.

5.8.4.1. Except intimesof war, along-term correction facility is the only authorized place to con-
fine inmates under sentence of death.

5.8.4.2. During times of war, the SAF may designate other facilities for such confinements.
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5.9. Control of Medical Suppliesand Medication. Corrections officers establish local procedures for
secure storage, issue, accountability, and destruction of inmate medications. The corrections staff strictly
controls medica supplies and medication, documents all medication issues and dispositions, and files
completed recordsin the CTF.

5.10. Hospitalized Inmates. The medical officer on duty is responsible for all inmate medical matters.
The corrections officer is responsible for custody and control matters.

5.10.1. The corrections officer provides the hospital commander a brief history of the inmate’s con-
duct and custody grade.

5.10.2. When projecting inmates to go Temporary Duty (TDY) for hospitalization, the parent instal-
lation corrections officer:

5.10.2.1. Informsthe TDY installation CSF of the projected TDY.
5.10.2.2. Providesthe necessary transfer information.
5.10.2.3. Establishesthe inmate’s custody grade with the TDY installation CSF.

5.10.3. Theinmate's parent unit commander provides escort and guard personnel when required, con-
sistent with custody grade and security requirements.

5.11. Public Affairs. Access by the public to AFCS facilities should be limited to authorized tours and
visits. Care should be taken to avoid criticism, grounds of defamation, embarrassment, and mental
anguish to inmates confined within the facility resulting from visit and tour policies.

5.11.1. Video taping and photographing inmates will not be permitted except in support of medical
documentation, for official identification purposes, (i.e., criminal activities) or IAW AFI 35-101, Pub-
lic Affairs Policies and Procedures. If the inmate consents to a photograph, the inmate must sign a
consent statement.

5.11.2. Photographing AFCS facilitiesis not permitted unless authorized by the confinement officer
or as an exception to policy when the stated purpose justifies such action. When photography is autho-
rized, it will not include:

5.11.2.1. Areas where detaining fences, restraining walls, bars, locks, and other restraining
devices are |located.

5.11.2.2. Scenesincluding inmates who are identifiable.
5.11.2.3. Scenes depicting inmates under custodial control.
5.11.2.4. Use of restraining devices.

5.11.3. All requests for media interviews (face-to-face, on camera or telephonic) with military
inmates should be coordinated with public affairs and security forces personnel. Media interviews
must be conducted without compromising security procedures established by the confinement facility.
Authorized written communication subject to the provisions of paragraph 6.3.2.

5.11.4. Written material prepared by inmates for publication must be submitted to the corrections
officer or delegated representative for review prior to release. In addition, such material is subject to
national security and policy review by Public Affairs under the provisions of AFI 35-101.
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5.12. Alien Notification. When non-US citizens are convicted of crimes and confined in an AFCS facil-
ity, forward the final judicial action (charges) and place of the incarceration to the US Immigration and
Naturalization Service, ATTN: Investigations Division; 4420 Fairfax Drive; Arlington, VA 22203.

5.13. American Red Cross. The American Red Cross may be used, in accordance with existing agree-
ments, as the primary agency to provide inmates with community and family information.

5.14. Release From Confinement. Inmate release is atwo-step process. It beginswith apre-release con-
ference and ends with an actual release. Prior to the pre-release conference, you should acquire profes-
sional assistance for the inmate through the Transition Assistance Program. The installation CSF
coordinates the release of inmates with the installation commander and the unit commander when they
complete their sentences to confinement, or, are approved by the AFC&PB for release on parole. The
Convening Authority directs inmates to be placed on excess leave upon completion of confinement (ref-
erence AFI 51-201, Administration of Military Justice, paragraph 9.3. and 9.12.). The corrections staff, in
the presence of the inmate's squadron commander or designated representative, conducts a pre-release
conference with the inmate three calendar days before release. Use DD Form 2718 to authorize release
from confinement. The corrections officer releases pre-trial inmates upon order of an authorized official
(i.e., confining official).

5.14.1. The parent unit isresponsible for submitting the proper documentation to FSO to place mem-
ber on excess leave. Timely coordination with the confinement facility, unit commander and the FSO
ensures prompt release from confinement and the member will no longer be entitled to receive pay
and allowances.

5.14.2. Members approved for release on parole will be reassigned (PAS Code) to HQ AFSFC/SFC,
Lackland AFB, TX. The permanent duty station will be USDB, Ft Leavenworth, KS. Coordinate the
transfer of members approved for release on parole with HQ AFSFC/SFC for further guidance.

5.14.3. A discharge or dismissal will not be executed until appellate review is completed and dis-
charge or dismissal has been ordered executed (Final Order). An accused awaiting appellate review of
an unsuspended punitive discharge who has already completed the period of confinement, may be
involuntarily placed on excess leave by direction of the convening authority |AW Article 76a, UCMJ,
and AFI 51-201, para 9.12. When legal reviews are completed, members will be discharged and AF
Form 100, Request and Authorization for Separation and DD Form 214, Certificate of Release or
Discharge from Active Duty will be executed and copies furnished to member.

5.14.4. If released on parole or excess leave pending completion of appellate review, the inmate's unit
ensures inmates and dependents are issued armed forces identification card(s) with an expiration date
of one year from date of release.

5.14.5. The corrections officer can provide release gratuities upon release from confinement at the
expiration of sentence by punitive discharge or release on parole or appellate |leave in accordance with
the following:

5.14.5.1. Civilian (appropriate) clothing if needed, for travel (provided by parent unit).
5.14.5.2. Transportation, in kind, at government expense according to the JFTR.

5.14.5.3. A cash donation not to exceed $25, |AW DoDI 7000.14-R, Financial Management Reg-
ulation, Volume 7A, Chapter 35, Table 35-11 (Military Pay Policy and Procedures Active Duty
and Reserve Pay).
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5.14.6. If release falls upon a holiday or a weekend, inmates may be released on the preceding duty
day, per AFJI 31-215, paragraph 4(g).
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Chapter 6

ALLOWANCESAND SERVICES

6.1. Health and Comfort Items. The corrections officer or NCOIC ensures inmates receive health and
comfort items. As aminimum, the following guidelines apply:

6.1.1. Health and comfort items for inmates in non-pay status are issued according to facility guide-
lines and may be procured in several ways. Items are purchased using parent unit O& M funds, or the
corrections officer establishes an issue stock of items, purchased through installation O&M funds.
(See Attachment 10 for listing of health and comfort items.) Additional guidance isfound in DODI
1325.7, Administration of Military Correctional Facilities and Clemency Parole Authority.

6.1.1.1. Inmates in pay status must purchase items using their Persona Deposit Fund (PDF).
Facility commanders may impose reasonable limitations on inmate use of personal funds.

6.1.1.2. Asaminimum, provide items for personal hygiene, in compliance with AFI 36-2903,
Dress and Personal Appearance of Air Force Personnel, and postage stamps.

6.1.1.3. Inmatesin pay or work release status will be required to pay for postage and envelopeson
al personal outgoing mail.

6.1.2. Inmates in non-pay status may use official mail for official correspondence subject to the fol-
lowing:

6.1.2.1. Official envelopes for personal correspondence will not exceed 10 envelopes/stamps per
month. Place areturn address of a post office box or building number and installation on the enve-
lope. Officia envelopes for privileged correspondence will only be limited to reasonable quanti-
ties at the discretion of the corrections officer. If thefacility commander does not allow inmatesto
have postage stamps in their possession, use DD Form 499, Prisoner’s Mail and Correspon-
dence Record, to account for postage and control authorized correspondence.

6.1.2.2. Mail will not exceed one ounce in weight and will be limited to first-class mail. Pictures
and clippings which are incidental to the message of the letter sent may be enclosed. Christmas or
other holiday cards are not authorized to be mailed as official mail. All mail to commercial suppli-
ers/vendors will be at the inmate’'s expense regardless of pay or work release status.

6.1.3. Inmatesin pay status are required to pay for their hair care. To meet standardsin AFI 36-2903,
inmates in non-pay status are provided hair care at government expense.

6.1.4. Transfer inmates with their health and comfort items by agreement with the gaining facility,
which should include amounts, deemed adequate for a 7-day period.

6.1.5. Maintain an emergency stock of health and comfort items.
6.1.6. AFI 40-102, Tobacco Use in the Air Force, governs smoking and tobacco use.
6.1.7. Corrections officer may designate the confinement facility a smoke free facility.

6.2. Inmate Finances. The inmate’s servicing Financial Services Office maintains pay records unless
otherwise directed by HQ AFSFC/SFC. When an inmate goes on excess leave, HQ AFSFC/SFC will
become the inmate's FSO.



AF131-205 9 APRIL 2001 35

6.3. Inmate Communications. The corrections staff ensures inmates receive postal service. Other com-
munications are permitted with certain limitations as allowed by the corrections officer.

6.3.1. Thecorrections officer or NCOIC, may authorize inmates to make outgoing calls. All long dis-
tance callsare collect to the party called. Calls may be monitored or recorded, unless they are between
theinmate and an individual considered a privileged correspondent under paragraph 6.3.2.1.

6.3.1.1. For larger facilities, the corrections officer should consider installing commercial tele-
phones that allow only collect calls. Limit calls made using government telephones to the local
areaor DSN for official business.

6.3.1.2. Do not alow incoming calls except from the inmate’s attorney(s), commander or first ser-
geant. In addition, alow inmates to receive emergency telephone calls (after Red Cross verifica
tion), through the corrections staff, if a death or serious illness occurs in the inmate's immediate
family.

6.3.2. Inmates use normal mail to conduct non-emergency communications. Outgoing mail should
have no markings or return address on the envelope, which indicate the inmate’s confinement status,
past or present. The corrections officer ensures inmates are aware of what articles they may receive
through the mail and that they must notify all authorized correspondents of the authorized articles.
Except as provided in paragraph 6.3.2.1., below, the corrections staff inspects incoming and outgoing
mail, to intercept contraband, e.g., monies, valuables, stamps, €tc., to detect criminal activities, and to
control mail which violates postal regulations, contains obscenities, or communicates threats. The
staff stores unauthorized items received in the mail with inmate's personal property. They issue the
inmate a receipt for such items.

6.3.2.1. All privileged communication outlined below is exempt from rejections or censorship.
The corrections officer or appointee may inspect the communication in the presence of the inmate
only if there is areasonable basis to believe the mail contains contraband or for authenticity.

6.3.2.1.1. President or Vice-President.

6.3.2.1.2. Congressional or arepresentative.

6.3.2.1.3. Secretary of Defense.

6.3.2.1.4. Attorney General or their representative.
6.3.2.1.5. SAF or arepresentative.

6.3.2.1.6. The Judge Advocate General or arepresentative.
6.3.2.1.7. Thelnspector General or arepresentative.
6.3.2.1.8. Clergy.

6.3.2.1.9. State and Federal courts.

6.3.2.1.10. Inmate’'s military or civilian attorney.

6.3.3. Except for Air Force Inspector General complaints, inmates submit complaints or requests,
using a DD Form 510, Request for Interview, through the corrections officer or NCOIC, to the per-
son or agency to which the complaints are submitted.

6.3.4. Inspector General Complaints. Air Force inmates may submit complaints using the Air Force
complaint system. Procedures vary based on the confinement location and the inmate’'s command of
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assignment. Inmates wishing to complain about facility operations or procedures will use the com-
plaint system of the facility housing them, regardiess of which service operates the facility.

6.3.4.1. Inmates housed in Level 1 facilities and RCFs and not assigned to HQ AFSFC, submit
Air Force specific complaints through their parent unit/installation complaint channels.

6.3.4.2. Inmates assigned to HQ AFSFC submit Air Force specific complaintsto HQ AFSFC/IG,
1720 Patrick Street, Lackland AFB, TX 78236-5220.

6.4. Inmate Vigts. Access by the public to AFCS facilities should be limited to authorized tours and
vigits. Care should be taken to avoid criticism, embarrassment, mental anguish, and grounds of defama-
tion.

6.4.1. Only persons authorized by the corrections officer or confinement NCOIC may visit inmates.
The corrections officer establishes visiting days and timeslocally and ensures al visits are supervised.
Normally correspondence between, and visits by the inmate’s spouse, children, parents, brothers, and
sisters should be approved unless the security needs of the facility, protection of the victims, or the cir-
cumstances of the offense committed warrant disapproval. An example would be visitation to sex
offenders, who should have no or limited contact with their victims, or with any minors, including
their own children. Prior to permitting such visitation, consult the Family Advocacy Officer, Child
Protective Worker (if assigned) or HQ AFSFC Clinica Director. Disapproval of correspondent and
vigitor requests shall be documented as a permanent part of the inmate'sfile.

6.4.2. Normally, visitor searches will be limited to checks of their person with a metal detection
device and checks of handbags and parcels, before entering the facility. The installation CSF or desig-
nated representative (E-7 or above) has discretion to direct physical searches of visitors when deemed

appropriate.

6.4.3. Implement instructionsto secure all visitors hand carried items during avisit. Ideally, the stor-
age area should have lockers with individual locks and keys that the visitor can keep during the period
of visit.

6.4.4. The corrections officer or NCOIC will determine if an inmate will be authorized contact or
non-contact visitation. Non-contact visitation may be authorized in those instances of substantiated
risks. Physical contact between visitors and inmates will be limited to a short embrace at the begin-
ning and termination of the visit.

6.4.5. Parent unit commanders or their appointees in the grade of E-7 or higher may visit inmates at
anytime. If possible, provide separate visiting areas for privileged communication visits (attorneys,
chaplains, etc.). Maximum and medium in-custody inmate visits will take place in asecure areawithin
the corrections facility. Visits with medium-out, minimum, and community custody inmates may take
place outside the facility (for example in the recreation yard or an adjacent picnic area) but only under
supervision.

6.4.5.1. Inspect visiting rooms or areas for contraband before and after each visiting period. The
corrections staff members search inmates before and after visits at the discretion of the corrections
officer. These searches should take place out of sight of the visitors.

6.4.5.2. Staff members should always treat visitors with courtesy and should never subject the
inmate or visitor to any type of embarrassment during the visit.
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6.4.5.3. Do not allow victims of sexua offenses to visit the offender. However, in rare circum-
stances and after the Family Advocacy Officer and/or social worker assigned to the case and
installation VWAP monitor concur, the installation CSF may approve such visits. For sexual
offenders convicted of offenses against a child see paragraph 6.4.1.

6.4.5.4. Viditors must request advance approval from the corrections officer to visit an inmate on
prescribed visiting days. If the visitor is requesting to visit an inmate convicted of offenses against
achild, determine the age of the visitor to control contact with minors pursuant to paragraph 6.4.1.
To the extent possible, accommodate visits by the inmate's family members who arrive unan-
nounced if they are not from the local area.

6.4.6. Normally inmates can receive visitors on weekends and holidays. However, the corrections
officer may grant exceptions to permit avisit during weekdays. For instance, when a visitor travels a
long distance, or when such a visit appears advisable for other reasons. There are no restrictions of
official visits as long as they do not interrupt normal facility operations. The corrections officer
approves group visits in advance.

6.5. Support Services. Inmates receive other services from base support agencies in much the same
manner as active duty military. The inmate’'s custody grade or local requirements determine the level or
extent of service.

6.5.1. Inmates may request interviews with the American Red Cross by filling out aDD Form 510.

6.5.2. Inmates receive the same medical and dental care as active duty persons, to include emergency
services. Additionally, if a staff member determines an inmate requires immediate menta health care,
the staff member contacts the servicing mental health clinic.

6.5.3. Theinstallation SJA provides legal assistance to inmates on personal civil legal matters IAW
AFI 51-504, Legal Assistance, Notary and Preventive Law Programs. Prisoners seeking advice on
criminal matters should consult the area defense counsel or their appellate defense counsel. The SJIA
informs inmates of the status of their cases, sentences, or other legal matters.

6.5.4. Theinstalation chaplain appoints achaplain staff representative to provide pastoral servicesto
the inmate population.

6.5.5. Inmates receive the same food service as active duty personnel.
6.5.5.1. Inmatesin segregation recelve mealsin their quarters.

6.5.5.2. The corrections staff makes an entry in the Security Force Desk Blotter when inmates
refuse meals.

6.5.6. The corrections officer or NCOIC provides laundry service to inmates in non-pay status
through O&M funds. Inmates in pay status pay for the service. Allow use of washers and dryers if
commercia or installation laundry and dry cleaning service is not available.

6.5.7. The corrections officer arranges barber and beautician service with the Base Exchange or other
contract service. Inmates in pay status pay for this service. Use O&M funds to pay for services
inmates receive who are in a non-pay status. Inmates do not perform these services unless they are
trained and certified by a certified barber or beautician.
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Chapter 7

CLOTHING, PERSONAL PROPERTY, AND FUNDS

7.1. Clothing. Pre-trial detainees and post trial inmates confined in AFCS facilities may wear the BDU
uniform. However, distinctive uniforms may be used as directed by the Installation CSF. Pre-trial detain-
ees will not wear the same distinctive uniform as post trial inmate’'s IAW Article 13, UCMJ, and R.C.M.
304(f). The CSF may prescribe color variations of the distinctive uniform to reflect custody levels. Mark-
ings affixed to distinctive inmate uniforms may include the designation of the confinement facility and a
name tape spelling the last name of the inmate over the right pocket of the shirt. Markings affixed to dis-
tinctive uniforms will not be degrading or otherwise subject the inmate to ridicule. Funding for distinctive
uniforms will come from installation O& M funds.

7.1.1. Pre-trial detainees may wear either the BDU or a distinctive uniform. If BDUs are worn, all
insignia, badges, rank and devices will be displayed. If distinctive uniforms are used, pre-trial detain-
eeswill wear their rank.

7.1.2. Adjudged and sentenced inmates. BDUs and distinctive uniforms are worn as prescribed with-
out grade insignia, badges, or devices. EXCEPTION: Adjudged inmates may wear grade insignia and
authorized badges and devices for specific events, boards, hearings, etc. on service dress uniforms
only.

7.1.3. The parent unit commander ensures an inmate has all required clothing upon entry into con-
finement. Unless otherwise approved by HQ AFSFC/SFC, inmates will have, as a minimum, one
complete set of service dress, four complete sets of BDUSs, one field jacket, one short deeve light blue
shirt (or service equivalent), one pair of boots, one pair of low quarter shoes, appropriate belts, head-
gear, undergarments, socks, and one set of athletic attire and tennis shoes. The parent unit provides
missing or unserviceable items prior to confinement or transfer.

7.1.4. When necessary, the corrections staff removes items the inmate could useto inflict self-injury.

7.2. Personal Property. Corrections officers authorize possession of personal property. The corrections
staff inspects and inventories all personal property brought to the facility by the inmate. The inmate and
their parent unit are responsible for disposing of unauthorized personal property. Corrections staff mem-
bers use AF Form 807, Receipt-Inmate’s Per sonal Property, to document personal property and filein
CTE

7.3. Funds. The installation CSF appoints a primary and alternate personal deposit fund (PDF) custo-
dian by letter, and furnishes acopy to the servicing bank and FSO. The custodian depositsinmate personal
fundsinto the PDF. The custodian may use on base banking facilities, charging bank fees and costs to the
installation O&M fund. The custodian uses the PDF to purchase health and comfort items as well as other
inmate expenditures (dependent support, educational material, attorney fees, debts, etc.). The custodian
maintains the PDF using the guidelines bel ow:

7.3.1. Balance the PDF each duty day and conduct an audit at least quarterly by a disinterested party
unassociated with the PDF (Attachment 11). This reporting requirement is exempt from licensing in
accordance with paragraph 2.11.2 of AF 33-324, The Information Collections and Reports Manage-
ment Program.
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7.3.2. Changes of custodian require transfer of PDF accountability. Use the certificate at Attachment
12 to document the custodian change.

7.3.3. Secure all cash, checks, vouchers, and receipts according to AFI 31-209, Air Force Resource
Protection Program.

7.3.4. Use AF Form 1387, Individual Receipt -Inmate's Personal Deposit Fund, to receipt for all
funds (negotiable instruments). Deposit only military paychecks, PDF custodian checks, money
orders, cashier checks, cash, or non-US currency in the PDF account. Do not accept personal checks.
The servicing bank determines exchange rates for non-US currency. Provide the inmate a copy of the
AF Form 1387 as a receipt and file the duplicate copy with the AF Form 1388, Summary Recept
Voucher-Inmate's Personal Deposit Fund.

7.3.4.1. Use aduplicate copy of a payroll statement to post amounts credited to each inmate’s
account and file a copy with the AF Form 1388.

7.3.4.2. Do not use the AF Form 1387 to receipt for payroll deposits to a PDF account.

7.3.5. Use AF Form 1388 to total daily receipts and assign a voucher number to the form, e.g.,
AXX-01 (XX indicates current year; [e.g., 92 and 01] indicates the first voucher of the year).

7.3.6. Use AF Form 808, Cash Account-Inmate’s Personal Deposit Fund, to chronologically post
and balance each inmate’s account.

7.3.6.1. Inmates verify their personal cash accounts, upon request, on the AF Form 808.

7.3.6.2. Upon release or transfer, inmates verify the account and the custodian draws a check for
the listed balance, annotates a "0" in the balance column, and writes or stamps "account closed"
following the last entry on the form. The custodian authenticates the entry with his or her signa-
ture. All entriesarein ink.

7.3.7. The PDF custodian makes deposits daily, if possible, but at least weekly. Deposit receipts for
more than $100 by the next banking day. Inmates endorse all checks "FOR DEPOSIT ONLY" to the
PDF account. Maintain a check deposit receipt or duplicate of the deposit dlip with the AF Form 1388.

7.3.8. The corrections officer or appointee approves withdrawals from the PDF. The custodian uses
the forms listed below to complete the transactions described.

7.3.8.1. Use DD Form 504, Request and Receipt for Health and Comfort Supplies, to process
health and comfort purchase requests.

7.3.8.2. Use AF Form 1390, Withdrawal Receipt-lnmate’s Personal Deposit Fund, to make
purchase requests or forward money.

7.3.8.3. Use AF Form 1391, Group Purchase Voucher-Inmate’'s Personal Deposit Fund, for
requests involving more than one inmate. Assign voucher numbers (BXX-01) in the same manner
asthe AF Form 1388.

7.3.8.4. Use AF Form 1392, Summary Disbursement Voucher-Inmate's Personal Deposit
Fund, tolist all checks drawn from the PDF.

7.3.8.5. Use AF Form 1393, Petty Cash Voucher-Inmate’'s Personal Deposit Fund, for locally
authorized expenditures of $50 or less. Assign voucher numbers (CXX-01) in the same manner as
the AF Forms 1388 and 1391.
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7.3.9. Stamp all PDF checks "void after (30, 60, 90 days)" as determined appropriate.

7.3.10. Use AF Form 1398, Daily Status-Inmate's Personal Deposit Fund, to record the daily bal-
ance of the PDF.

7.3.11. When you transfer more than one inmate to another facility, write one check to cover the total
amount transferred. Attach a memo and a voucher to list the amount credited to each transferred
inmate. When transferring an inmate to the USDB the check will be made payable to USDB/PDF, not
the inmate.

7.3.12. Allow inmates transferring to the Air Force RTDP to hand carry their PDF check. Addition-
ally, you may give such inmates $25.00 cash from their PDF to cover miscellaneous travel expenses.
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Chapter 8

CONTROL OF INMATES

8.1. Internal Control of Inmates. Facilities maintain inmate control by the impartial enforcement of
reasonable rules and regulations necessary for safe and orderly operation of confinement or corrections
facilities. The corrections officer establishes local procedures for the control of al assigned inmates and
the security of the quarters' area, facility entrance, work and recreation area, and other areas deemed

appropriate.

8.1.1. Inmate counts verify the inmate population. As a minimum, conduct inmate counts at shift
change, during sleeping hours (irregular checks), during work hours or when inmates are away from
the facility (by telephone or in person) to ensure accountability on a 24-hour basis.

8.1.2. Normally, do not wake inmates to accomplish inmate counts during seeping hours, except
when an inmate cannot be physically seen or during emergencies such as fire or immediate inmate
counts due to an escape.

8.2. Local Area Escorts. The corrections officer ensures compliance with prescribed security require-
ments based on the custody grade and classification of the inmate. The use of avehicle driver as an escort
isup to the discretion of the installation CSF when inmates are escorted outside the facility, but within the
installation. Release inmates via DD Form 2708, Receipt of Inmate or Detained Per son, to non-facility
personnel, and provide an escort briefing. When off the installation, the vehicle driver will not be used as
an escort.

8.2.1. When mixing custody grades for escort, the most restrictive escort procedures will be used
according to classification.

8.2.2. Escort maximum custody inmates with two personnel, at least one of which is an armed secu-
rity force member. Use approved restraining devices, i.e. handcuffs, belly chain (strap), and leg irons.

8.2.3. Parent unit personnel escort medium-in custody inmates using a ratio of one escort per inmate.
When escorted by security forces, the ratio is one per two inmates. WWhen inmates require restraint
during movement, escorts must be trained on the use of restraint devices.

8.2.4. Parent unit personnel escort medium-out custody inmates using a ratio of one escort per two
inmates. When escorted by security forces, the ratio is one per four inmates.

8.2.5. Parent unit personnel escort minimum custody inmates using a ratio of one escort per five
inmates. When using security forces, theratio is one per ten.

8.2.6. Parent units assign only officers and NCOs, equal to or higher in rank to the inmate as escorts.
Thisis not applicable to security forces personnel responsible for local areainmate security or control.
Security forces and parent units must be careful not to assign escort duty to any person who may sym-
pathize with the inmate (i.e., a peer who previously worked with the inmate).

8.2.7. The corrections staff briefs escorts on inmate security requirements prior to departing the cor-
rections facility. The greatest opportunity for escape attempt exists while an inmate is away from the
corrections facility. Unless an inmate receives community (trustee) custody or, in some instances,
minimum custody, they are always under escort when away from the facility. Because of escape
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opportunities during an escort situation, escorts require training by the corrections staff. An assigned
trainer should emphasi ze escort responsibilities to include:

8.2.7.1. Responsihilitiesfor the safety and welfare of the inmate and the public.

8.2.7.2. The inmate's custody grades (related requirements) and any special instructions such as
controlling and administering prescribed medication.

8.2.7.3. Detailed instructions for unplanned or emergency situations such as unexpected or over-
night delays during transfer, escape or attempted escape, and medical emergencies.

8.2.7.4. Instructions relating to the mode of transportation and planning itinerary (i.e. commercial
or military aircraft requirements (transfers), and government vehicles).

8.2.7.5. How and when to use restraining devices.
8.2.7.6. Reporting instructions at the final destination (if any).
8.2.7.7. Disposition of the inmate's property (in case of transfer).

8.2.8. Escortsshould never alow an inmate to leave their control (before properly relinquishing con-
trol to competent authority such as the inmate’s attorney or the corrections staff). One means of main-
taining constant control is with restraining devices. Corrections officers determine what devices, if
any, to use while theinmate is away from the facility.

8.2.9. Corrections personnel will train escorts on the use of restraining devices and escape prevention
measures. Escorts should never allow an inmate to lag behind or leave the immediate area of the
escort. Thisgives an inmate adight advantage if escape ison hisor her mind. Visua contact, coupled
with the ability to achieve immediate physical contact with aninmate, will deter most escape attempts.

8.2.10. Inmates are denied the privilege of rendering the hand salute. If unrestrained, pre-trial detain-
ees can salute while wearing the service dress uniform.

8.3. Contraband Control. Loca instructions must specify what items an inmate can have in his or her
possession. Anything else, or any amounts in excess of what is prescribed is considered contraband. The
corrections staff prohibits items which threaten the safety or security of the facility, staff, and inmate pop-
ulation, or are prohibited by law or directives. They control contraband through close supervision and
unannounced searches.

8.4. Inmate Searches. Staff members do not conduct searches on inmates of the opposite sex unless
required for emergency purposes. Recommend using latex protective gloves during searches of theinmate
and clothing to protect against blood borne pathogens. Follow the basic rules below:

8.4.1. Conduct ssimple searchesfor contraband or weapons anytime the inmate leaves or returnsto the
facility, before and after visits, and as determined by the corrections officer.

8.4.2. Conduct complete searches as part of inmate in-processing and as determined by the correc-
tions officer. This search includes removing and checking all jewelry and clothing from the inmate,
combing out hair, checking underarms, between fingers and toes, and foot soles. Check under any
bandages or tape unless removal could inflict further injury. While corrections staff may visually
check body openings and orifices, they do not use any type of probe or poking device to check these
areas. Only physicians or physicians assistants may physically examine interior body openings. The
person placing the inmate into confinement (usually, an escort, first sergeant, or commander) should
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remain at the facility at least until the search is complete. This allows the corrections staff to return
any contraband for disposition. Following theinitial confinement search, have the inmate shower and
then issue clean, previously searched clothing.

8.4.3. Conduct search of area and facility. Remove inmates from the area and search al interior and
exterior areas of the facility. Searches of quarters for contraband should be completed at irregular
intervals. The amount of contraband found during these searches largely determines the frequency of
such searches. Large amounts of contraband should result in more frequent searches. Search al visit-
ing areas before and after visitation. Search doorways, recreation areas, and outside areas at irregular
intervals. Handle property carefully.

8.5. Emergency Plans. Corrections officers ensure they have emergency plans for their facility which
include, as a minimum: apprehension of escapees, fire prevention and protection, response to riots, disor-
ders, power failures, hostage situations, bomb threats, natural disasters, and medical emergencies. Plans
must focus on control and safety of inmates. Additionally, the corrections officer or appointee:

8.5.1. Poststhese planswithin the facility and ensures supporting checklists, special instructions, and
other appropriate documentation are available at the facility, law enforcement desk, or other location
designated by the installation CSF. Attachment 13 isalist of recommended points to addressin each
emergency action plan.

8.5.2. Trainsall personnel assigned to the facility or responsible for the inmate population in imple-
menting the emergency plans. Tests emergency plans as determined locally.

8.6. Weapons and Other Means of Force. Corrections staff members aways use the minimum force
necessary. In addition to the requirements stated in AFI 31-207, Arming and Use of Force by Air Force
Personnel, other r